WASHINGTON Records Management Advice
Secretary of State Issued: January 2022

Washington State Archives

Transferring Archival Records:
Overview of Transfer Process for Digital Meeting Records

Purpose: Provide guidance to state agencies and local government entities on how to transfer
digital meeting records to the Washington State Archives for permanent preservation and access.
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1. VERIFY & REACH OUT 2. PREPARE YOUR RECORDS
Use your agency's approved records > Make sure your meeting records are
retention schedule(s) to confirm archival meaningfully organized with consistent,
designation and reach out to Washington short, and descriptive file names and
State Archives to initiate transfer or remove any duplicates or non-archival
appraisal. files.
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3. INDEX YOUR RECORDS 4. INITIAL PAPERWORK

; : p Complete a Digital Archives Initial
Fill-out the Meeting Records Indexing — |r—— .
Spreadsheet Template offered online Transfer Inventory Sheet & submit to

and reach out to Washington State Washington State Archives before signing

' . . and returning the Transmittal
Archives with any questions or concerns. Agreement.
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5. (RE)TRAINING & TRANSFER 6. SUCCESS & ACCESS

The Washington State Archives will reach > Once you've completed the transfer, you'll
out to review your index, create an receive a confirmation of receipt and

Archive This! account, and schedule a ingest via email. You can now access the
training where together you'll complete records on the Washington State Archives
your first (or sixth) transfer if necessary. website.
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Additional advice regarding the management of public records is available from
Washington State Archives:

www.sos.wa.gov/archives
recordsmanagement@sos.wa.gov



